Tips for Processing P-Card Transactions in SMART
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Cardholder Profile

When a new P-Card is established, a profile for that card must be established in SMART before transactions can be assigned a ‘staged’ status and be accessible for reconciliation / approval in SMART.

A. 
The path to set-up a profile for a new card is:  Purchasing / Procurement Cards / Definitions / Cardholder Profile
B. Refer to the P-Card Administration: Adding and Maintaining P-Cardholder Profiles job aid.
C. All P-Cards (whether carded or cardless) shall be issued in the name of a state employee.  This requirement does not apply to Vehicle Cards and cardless travel accounts.
D. Input the cardholder’s Employee ID number to establish a cardholder profile.  
1. If a ‘non-person Employee ID’ (###00PCARD) has been assigned to a Vehicle Card or cardless travel account by the SMART Team, enter that number to establish a cardholder profile.  
Please refer to Division of Purchases Informational Circular 11-02 for guidance in assigning cardless travel accounts and vehicle cards to a ‘non-person’ Employee ID.

2. Please note that the ###PCARDPYMT non-person Employee ID is to be used solely by the Central P-Card Administrator (Tim Hund).  Do not associate any agency p-cards to the ###PCARDPYMT Employee ID when setting-up cardholder profiles in SMART.
3. If a ‘non-person Employee ID number has not been assigned to a vehicle card or cardless travel account, input the Employee ID of the state employee responsible for the card / account.  
Please note that if a cardholder profile is established in the name of a ‘responsible employee’, the PO Agency Cardholder proxy role should be assigned to the ‘responsible employee’.  
E. Select the ‘Card Data’ tab on the Personal Information screen.
F. Enter required information on the ‘Card Data’ screen.
1. Do not checkmark the ‘Display Unmasked Card Number’ box at the top of the screen.
2. To add the control account associated with the card, select the control account from the drop down box.  (Be aware that newly established control accounts for P-Cards can only be entered into SMART by the Division of Purchases.)
Note: We strongly recommend that an agency have only one VISA control (billing) account, if at all possible.  Limiting the number of agency VISA control accounts will significantly reduce the number of posting errors when payments are made to UMB.

3. Select the ‘Additional Information’ tab to add Proxies and Default Distribution.  Do not add any information other than Proxy and Default Distribution information on the ‘Additional Information’ tab.  Also, do not add any information on the ‘Credit Limits’ or ‘Transaction Limits’ tabs.
a. Proxy
-
In order to maintain a strong internal control environment over the p-card function, industry best practices for p-cards require strict segregation of duties between the cardholder (or the person who makes a purchase with an automotive fuel card or a cardless travel account) and the person who approves the transaction. 

SMART Proxy roles allow agencies to build a transaction approval system that maintains strict segregation of duties between the cardholder (or the person who makes a purchase with an automotive fuel card or a cardless travel account) and the person who approves the transaction in SMART.

Maintaining strict segregation of duties must be the primary consideration when establishing the various Proxy roles for a p-card, automotive fuel card, or cardless travel account in SMART.  At the very minimum, two individuals should always be involved in the p-card purchase / approval process.  Examples of reasonable segregation of duties are listed below.  These functions should never be performed by the same person:

P-Card (carded account) & Contract Cardless Account
· Cardholder

· The transaction ‘Approver’ in SMART

Automotive Fuel P-Card (carded account)
· Vehicle driver(s)

· The transaction ‘Approver’ in SMART

Cardless Travel Account
· Person making travel arrangements

· The transaction ‘Approver’ in SMART

· Use the individual’s SMART sign-on to establish a proxy role for a specific individual.
· Proxy roles for the functions listed below are available in SMART.  Some proxy roles are required and others are optional.
· PO Agency P-Cardholder – This required proxy role is for (1) the person who is the VISA cardholder or (2) the person responsible for cardless travel accounts and vehicle cards issued in the name of vehicle numbers.
· Reconciler / Approver Function – One or more of the following proxy roles is / are required for each P-Card, in order for transactions to be reconciled in SMART:
· PO Agency P-Card Reconciler (reconciles P-Card transactions in SMART)

· PO Agency P-Card Approver (approves P-Card transactions in SMART)
SMART will not allow the ‘P-Card Approver’ to approve transactions unless the ‘P-Card’ Reconciler’ has previously reconciled those transactions in SMART.
· PO Agency P-Card Reconciler / Approver (reconciles and approves P-Card transactions in SMART)
SMART will allow a ‘P-Card Reconciler / Approver’ to approve a transaction, regardless of whether the transaction has been previously reconciled in SMART by another individual.

· PO Agency P-Card Administrator - This required proxy role is for the person who performs administrative duties associated with P-Cards in SMART.  
Once the SMART Team assigns the ‘Agency P-Card Administrator’ role to an individual in SMART, that person then has the ability to establish new cardholder profiles and modify cardholder profiles previously set-up in SMART for the agency. 

Also, please note that the ‘Agency P-Card Administrator’ proxy role has the ability to verify and approve P-Card transactions in SMART if the ‘Agency P-Card Administrator’ has been assigned that proxy role in the cardholder profiles for specific p-cards.
· PO Agency P-Card KS Buyer – This optional proxy role is necessary when a person does not have another proxy role, but needs to use the P-Card for a Purchase Order. 
· SMART allows you to select only one proxy role per User ID, per card.
· If the proxy role you want to add for a specific person is  not included in the ‘Proxies’ drop-down box, prepare a SMART Security Request form requesting that a specific proxy role be added to SMART for that individual.

· When adding proxy information for cardless travel accounts that are in the agency name (Agency Travel, for example) or Vehicle Cards in the name of a vehicle (Vehicle 1234, for example), agencies must ensure that reasonable segregation of duties exist between individual(s) reconciling / approving transactions and individuals initiating purchases with the card or cardless account.  Please contact Division of Purchases to clarify segregation of duties issues for your agency.
b. Default Distribution
· General Ledger Unit, Department, Fund, Budget Unit, Program and Account information is required.
· SMART will edit / validate the Fund and Budget Unit entered for compatibility.
G. When a P-Card has been terminated with VISA and all transactions for that P-Card have been uploaded from VISA, change the card expiration date on the Cardholder Profile to the actual card termination date.  
Please note that the profile for a terminated P-Card should never be deleted from SMART. 

H. Also, do not transfer the Cardholder Profile for a P-Card from one individual to another individual in SMART.  Instead, contact UMB Bank and request that the P-Card be terminated and that a new P-Card be established, so that a card profile can be set-up in SMART under the appropriate individual.
I. If a P-Card is mapped to an incorrect VISA control (billing) account in SMART, contact UMB Bank and request that the P-Card be terminated and that a new P-Card be established.  The new P-Card should then be mapped to the appropriate control account in SMART.  Not adhering to this requirement can result in ongoing reconciliation problems between the VISA and SMART systems that are difficult to resolve.
J. In summary, never delete the SMART profile for a p-card for any reason.  Deleting a p-card profile from SMART, for any reason, will cause unintended consequences in SMART (transaction links destroyed, etc.) and will result in subsequent problems for your agency.

200
Processing P-Card Transactions in SMART
A. P-Card transactions are electronically uploaded from VISA to SMART on a daily basis.  UMB Bank considers daily transaction uploads to be individual billings for payment due, i.e., agencies are not required to wait until monthly statements are received from UMB Bank before reconciling / approving p-card transactions for payment.
Payment is made to UMB Bank for p-card transactions after individual transactions have been reconciled / approved on the SMART reconciliation workbench.  Please note that payment for p-card transactions should never be made directly to UMB Bank before first reconciling / approving transactions on the SMART reconciliation workbench.
1. Cardholders are not required to maintain paper transaction logs.

2. P-Card transaction history (including the name of the cardholder and approver) is electronically maintained in SMART.

3. Cardholders are required to obtain detailed transaction receipts from merchants for all transactions.

4. Cardholders are required to submit detailed transaction receipts to the individual(s) responsible for transaction reconciliation / approval on a timely basis (weekly, etc.).

5.  Timely transaction reconciliation is an industry best practice which significantly enhances the internal control environment for the p-card process.   (Payment is due to UMB Bank within thirty days after the end of the billing cycle in which the transaction occurred).

B. The path to process P-Card transactions in SMART is:  Purchasing / Procurement Cards / Reconcile / Reconcile Statement
C. Refer to DAPO326: Using Procurement Cards - See the SMART Course Catalog.
D. Input the cardholder’s employee i.d.  
1. Review the proxy information for the card, if you cannot find transactions for a card in SMART.
2. If you want to view approved transactions that have been previously moved to vouchers, include a ‘statement status’ of Complete in the search criteria.
E. The ‘Reconcile Statement’ page is accessed.
1. Individual P-Card transactions are listed on this page. 
2. Agree transaction details per the screen to the associated receipt obtained from the merchant at the time of purchase.
3. Determine that the transaction is an appropriate agency purchase, for official state business, and in compliance with state purchasing and accounting requirements, including the state’s P-Card General Procedures.
4. Airfare and rental ticket numbers are uploaded with transaction data from VISA and are available in SMART:
a. Select the ‘Line Details’ icon; then,
b. Select Car Rental Summary (Type 2; Tab 4) or Passenger Itinerary (Type 14; Tab 2).
5. Select the Billing Tab and enter a description of the transaction.  
a. SMART Solutions Article #728 (Applying Description Settings to Reconciliation) provides instructions for moving the description field to the Transactions Tab.
b. Information in the ‘Description’ field carries forward to the voucher line description.
6. Select the ‘Comments’ button and add any additional information that helps clarify the purchase.  Information in the ‘Comments’ field does not carry-forward to the voucher.
7. Make any necessary changes to the default account distribution for a transaction line.

a. Refer to SMART Course DAP 0326 (Using Procurement Cards) for detailed guidance regarding changes to default account distribution.
b. Also, refer to Help Desk Solution Article #583 for detailed information regarding the splitting of transaction lines associated with a Purchase Order.

c. If a Purchase Order was created for the transaction, any changes to the default account distribution should be made on the source transaction (Purchase Order) rather than to the transaction line on the Reconcile Statement page.
The Purchase Order controls the account distribution.  The account distribution cannot be changed on the Reconciliation Workbench.
8. To reference / add a contract number (Contract ID) for a state contract associated with a procurement card transaction, enter the contract number (Contract ID) on the Purchase Details page, as described below.   Please note that the Division of Purchases requires that a contract number (Contract ID) be referenced in SMART for all transactions purchased from contract vendors.  
If the ‘Contract ID’ was not included on the associated purchase order or if there is no purchase order associated with the transaction, the ‘Contract ID’ must be added on the Purchase Details page during the transaction reconciliation process in SMART.
If the ‘Contract ID’ was included on the associated purchase order, do not add the ‘Contract ID’ on the Purchase Details page during the transaction reconciliation process in SMART.  SMART automatically accumulates contract spend information for transactions when the ‘Contract ID’ was included on the associated purchase order  – In such instances, the transaction would, in effect, be counted twice (for annual contract spend purposes) if the ‘Contract ID’ was added on the Purchase Details page during the transaction reconciliation process in SMART. 

a. Click the Purchase Details Link.
· Add ‘Vendor ID’ - Enter the Vendor ID Number; Click the Lookup button to view a list of available vendors.  The vendor ID must be the same one that is listed on the contract.
· Add ‘Contract Setid’ – This is always ‘SOKID’.
· Add ‘Contract ID’ – Click the lookup button to view a list of available contract numbers.
9. Change the Transaction Status, using the drop down box.
a. Staged – This status indicates the transaction has been uploaded from VISA and has not been reconciled or approved.
b. Verified – This status indicates the transaction has been reviewed by a reconciler.  Review proxy information for the card, if you do not know who is an authorized reconciler for a specific card.

c. Approved – This status indicates the transaction has been reviewed by an approver.  Review proxy information for the card, if you do not know who is an authorized approver for a specific card.  A transaction will not move to voucher build in the A/P module unless it has an ‘Approved’ status and a valid budget and chartfield status.
If the Budget Status is not ‘Valid’, check mark the ‘Run Budget Validation on Save’ box before changing the Transaction Status to ‘Approved’ and saving the change in status.
300 P-Card Voucher Build Process Frequency
A. The P-Card voucher build process runs twice a week; at 8:00 AM on Monday mornings (for transactions approved on the previous Thursday and Friday) and on Thursday mornings (for transactions approved on the previous Monday, Tuesday and Wednesday).  Vouchers should be available on the agency fiscal office worklist by noon of that day.
B. P-Card vouchers are limited to 75 lines per voucher.  If there are more than 75 transactions within a specific control account to be included on a voucher, SMART will create multiple vouchers.

C. Also, please be aware that vouchers created for P-Card transactions will not be paid until individual vouchers have been approved in the A/P module of SMART.

400
Suspended Vouchers in SMART

As discussed above, approved P-Card transactions are moved to a voucher through a batch process that is run on Mondays and Thursdays.  If an error occurred during the voucher build process, the voucher will be included on the voucher build error page.  We recommend that your agency check for suspended vouchers on a regular basis.  Please refer to Solutions article 702 for more detailed guidance.
500
Do Not Delete P-Card Vouchers in SMART

Do not delete P-Card vouchers and / or P-Card voucher lines.  The voucher ID and voucher line number captured on the P-Card transaction is NOT updated when a P-Card voucher / voucher line is deleted.  Consequently, SMART will have a P-Card transaction that lists a P-Card voucher ID / voucher line that no longer exists in the system and which can only be interpreted to mean the transaction has NOT been paid.

P-Card vouchers are created twice weekly, on Monday and Thursday mornings.  All P-Card transactions that are in “Approved” status with a Budget Status and Chartfield Status of “Valid” will be picked up and built to a P-Card voucher.  Each line of the P-Card voucher represents one (1) P-Card transaction line.  The voucher ID and voucher line number are captured in the P-Card records during the voucher build process.  The voucher ID and line number on the P-Card transaction allows the tracking of P-Card payments.
If you have extenuating circumstances in which a P-Card voucher / voucher line must be deleted, you will need to submit a Help Desk Ticket explaining the situation.

600
UMB Payment Deadline

Payment for transactions purchased in the current billing cycle (begins on the 16th workday of the current month and ends on the 15th workday of the following month) is due to UMB Bank within 30 days after the end of the current billing cycle.
700
Credit and Past Due Balances on P-Card Statement

If a credit balance or past due balance appears on the monthly statement received from UMB Bank for the P-Card, the agency should follow-up to determine if there is a problem (transactions do not appear to have been uploaded from VISA to SMART; transactions not reconciled / approved in SMART on a timely basis; posting errors by UMB; voucher processing problem in SMART; transactions deleted from voucher in error; P-Card associated with an incorrect control account in VISA’s system and / or SMART; etc.)  Once the problem has been identified, we strongly recommend that your agency contact UMB Bank to confirm the current status of the card.  Please feel free to contact Division of Purchases, if we can be of assistance in trouble-shooting problems.
800
P-Card Queries
Several SMART queries have been developed to assist in managing P-Card transactions:

· Navigation:  Reporting Tools / Query / Query Viewer

· Voucher to P-card Cross Reference Query – Input the following Query Name into SMART:

KS_PO_VCHR_TO_PCARD_XREF

· P-Card Status Query – Input the following Query Name into SMART:

KS_PO_PCARD_STATUS
· KS_PO_PCRD_VCHR_DELETED:  This query was designed to produce a listing of P-Card transactions for which a voucher was built but then the voucher and/or voucher lines were deleted making it appear as if the PCard transaction has not been paid.  Here is a link to the Job Aid for this query:  http://www.da.ks.gov/smart/Training/Using%20the%20KS_PO_PCRD_VCHR_DELETED%20query.doc 

· KS_PO_PCRD_STTS_BU:  This query is designed to identify those P-Card transactions, by Business Unit and Billing Date range, that have a status other than “Closed”.  This query provides information at the “Distribution Line” level so that chartfield information is included in the results.  
· KS_PO_PCRD_TO_VCHR_XREF:  This query is designed to assist agencies in reconciling their monthly p-Card bills.  This query will provide the p-card status and, if the status is “Closed”, will show the voucher ID and voucher line on which that P-Card transaction was vouchered/paid.  The query can be used to validate which p-card transactions have been vouchered/paid and which p-card transactions still need to be Verified and / or Approved for a specific period of time (i.e. Billing Cycle).  
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